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ABSTRACT 

The aim of the study was to investigate the effectiveness of records management in 
financial auditing in at Makerere University. This was in relation to lack of good records 
management practices to keep track of the record of transactions that are maintained and 
used by the Internal Audit Department of Makerere University. 

The objectives of the study were: to establish the different audit records and their 
preservation and conservation techniques, identify the different audit activities and 
justification for auditing, examine the role of records management in financial auditing, 
identify the problems faced in management of audit records and to make 
recommendations to such problems. The study used the case study research design. Data 
was collected from the Accountants, Auditors, Secretaries, University Bursar, and Office 
assistants by use of the questionnaire, interview and observation method. 

Findings of the study indicate that records management enables the audit function 
through provision of controls that protect essential audit trails. However, records 
management efficiency is mainly limited by misfiling and inadequate records storage 
equipments. The study concludes that if priority is given to records management, 
effective auditing will be achieved at Makerere University. The researcher recommended 
computerization of record keeping system and purchase of more and quality record 
keeping equipments as being the key aspects which ought to be implemented so as to 
ensure decent storage of audit records. 
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CHAPTER ONE 
INTRODUCTION 

1.1 Introduction 

This chapter gives basic information about the study. The chapter presents the 
background of the study, statement of the problem, purpose of the study, objectives of the 
study, research questions, scope of the study, significance of the study and definition of 
operational terms. 

1.2 Background of the Study 

Makerere University is one of the highest institutions of learning in Uganda. The 
institution ranks as one of the largest in East and Central Africa. 

The university covers an area of 300 acres, 5km to the North of Kampala city centre and 
located on Makerere hill. It was first established as a technical school in 1922 by the 
approval and help of Sir. Phillip Mitchell a former governor of the protectorate. It was 
later renamed Kampala Technical College with 14 students. Later, became a university 
college in a special relationship with the college of London in 1947. It then became a 
college for the whole of East Africa but this relationship came to an end on 29 th June 
1963. On 1 st July 1970 Makerere became an independent national university of the 
republic of Uganda offering undergraduate and post graduate courses leading to its own 
awards under Frank Kalimuzo as the first African Vice Chancellor. 

The Internal Audit Department is one of the many departments in Makerere University. 
Prior to its development it started as a section under the Finance Department and later on, 
transferred to the Vice Chancellors department to create sufficient independence. 
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Recently government ordered special audit to investigate financial mismanagement at 
Makerere University (Ahimbisibwe, 2009). Auditing to ensure accountability and 
transparency in the management of financial resources is only facilitated with easy access 
and retrieval of audit records so as to defend such kinds of allegations against the 
university administration. Records therefore play a vital role in financial auditing since 
every transaction leads to creation of a record, this have to be maintained as evidence of 
all transactions carried out. Thus, a prerequisite for the Internal Audit Department to keep 
and maintain records in a well organized manner so as to render the records created so 
effectively and efficiently usable by whoever may need to refer to or use them in any 
productive way. Usually, Auditors realize the importance of records management when 
records cannot be found or are already destroyed and yet required as evidence of 
transactions of the university. This can be caused by poorly organized and unsatisfactory 
preservation of records. 

1.3 Statement of the Problem 

Over time, Public Universities have been challenged by accountability for the public 
funds remitted for their functioning. The accounting officers have in very many occasions 
failed to defend audit queries raised by the Auditor General regarding their expenditure 
before the Public Accounts Committee of the Parliament of Uganda. This is partially 
attributed to lack of good records management practices in the Internal Audit 
Departments of the public Universities. At Makerere University, there are no solid 
records management practices to keep track of the audit records maintained and required 
by the Audit Department. The linkage between records management in the Audit 
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Department and other University Units where the actual expenditures take place is not 
very effective. There is need to study the way the Audit Department of Makerere 
University handles records management with a view of proposing strategies to revitalize 
the effectiveness of records management at the Audit Department of Makerere 
University. 

1.4 Purpose of the Study 

The aim of the study was to study the effectiveness of records management in financial 
auditing at Makerere University. 

1.5 Objectives of the Study 

• To establish the different audit records and their preservation and conservation 
techniques. 

• To identify the different audit activities and justification for financial auditing 

• To examine the role of records management in financial auditing. 

• To identify the problems faced in management of audit records and to make 
recommendations to such problems. 

1.6 Research Questions 

• What are the various audit records and their preservation and conservation 
techniques? 

• What are the different audit activities and justify? 

• What role does records management play in financial auditing? 

• What challenges are faced in management of audit records and what solutions can 
be put in place to overcome the above problems? 
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1.7 Scope of the Study 

The scope of the study was the Finance and Internal Audit Departments of Makerere 
University located in the University's main building. The study focused on various audit 
records and their preservation and conservation techniques, audit activities/justification, 
the role of records management in financial auditing and problems faced in management 
of audit records 

1.8 Significance of the Study 

The study will be of help to various members of the community namely: 

(a) To professionals/ academic researchers from a wide range of disciplines by providing 

a reliable source of literature when carrying out their investigation on a similar aspect. 

b) The study will identify other researchable areas which can be studied by other 
scholars. 

c) The study will propose effective records management strategies which can be adopted 
by auditing departments in various universities as well as government. 

1.9 Definition of Operational Terms 
Effectiveness 

It is the capacity of producing an effect (Wikipedia, n.d). 
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A record 

Uganda (2001) defines a record as recorded information regardless of form/ medium 
created, received and maintained by any institution or individual under its legal 
obligations/ in the transaction of its business and providing evidence of the performance 
of those obligations or that business. 

Records management 

Is the systematic control of all records from the time they are created, received, through 
their processing, organization, storage and retrieval to their ultimate disposal (Kallaus, 
1992). 

Financial auditing 

This is an accounting process used in a business. It uses an independent body to examine 
a business financial transactions and statements (financial auditing, n.d). 

Audit records 

These are records created as a result of auditing (Glossary, n.d) 
Preservation 

This is an aspect of records management whose objective is to ensure that records survive 
in a usable form for as long as it is wanted (Feather, 1991). This implies the survival of 
the physical medium which contains that information whether it is manuscript, a printed 
book or a tape (Feather, 1991). 
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Conservation 

Feather (1991) defines conservation as an aspect of preservation activity which implies 
the active use of preventive measures, or processes of repair of damaged materials to 
ensure the continued existence of individual items 
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CHAPTER TWO 
LITERATURE REVIEW 

2.1 Introduction 

In this chapter, the researcher presents an analysis of relevant literature published by 
other scholars on the topic under investigation. The literature reviewed include: types of 
audit records, records preservation and conservation, audit activities and justification, 
role of records management in financial auditing and problems faced in management of 
audit records. 

2.2 Types of Audit Records 

Barata, Cain and Rouledge (2001) assert that while all records created or received in 
organizations convey information, not all sources of information are necessarily records 
and not all records are relevant in financial auditing. Audit records arise from transactions 
conducted by or events that take place in organizations which are created and maintained 
by respective organisation units. The records themselves form a part of or provide 
evidence of such transactions. As evidence, they are subsequently maintained by those 
responsible for the transactions, who keep the records for their own future use or others 
with a legitimate interest in the records, such as Auditors. Examples of records used as 
inputs in financial auditing include: correspondences, vouchers, contracts and supporting 
documentation, ledgers, journals and registers while reports are an example of records out 
put from the auditing process (Barata, Cain and Routlege, 2001). 
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Nabakooza (2006) in her study "Records management challenges to effective auditing at 
the Ministry of Public Service" established a number of records used by auditors. For 
effective presentation of her findings, the researcher categorized the different types of 
records according to the frequency at which they are used. The researcher established 
that the most in put records used by auditors include; financial budgets, trial balance, 
profit and loss accounts, general records from cash books and ledgers and balance sheet. 
While those commonly used included: guides and indexes, board minutes and reports, 
source documents and file transfer sheets. The researcher further analysed that there are 
some records that are not frequently used and listed them as follows: the test checks used 
to evaluate staff in order to come up with quality appraisal reports on different 
employees, time checks, registration registers and registry user cards that help to evaluate 
and compile statistics for registry users in a period of time. 

Lapeska (1999) believes that all financial records are very important in an organization as 
a basis for accounting and auditing and outlined such records as follows: 
-Credit cards which are records that list the company name, account number and phone 
number to contact if the card is lost or stolen and also keep monthly statements, paid 
bills, account information and cardholder agreements. 

-Secondly are the loan accounts which are detailed statements of the amount of money a 
person, business or country borrows especially from the bank and paid receipts. 
-The third type is the net worth statements/spending plans which document year's worth. 
-Lastly are the tax records which are records that keep copies of income tax returns and 
documentation including income data and receipts or records to prove tax deductions. 
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In view of the above literature, the researcher asserts that as long as an organization 
exists and transacts business, audit records will always be created regardless of whether 
they are maintained or not. Auditors require various types of financial records as inputs 
and at the same time generate records as out puts which need to be managed to provide 
evidence for transactions for which they were created. It is therefore the duty of the 
records creators and users to organize and maintain the records accumulated for auditing 
purposes. 

2.3 Records Preservation and Conservation 

In order to ensure that records survive in a usable form for as long they are needed as 
evidence of transactions for which they were created, they need to be preserved and 
conserved. According to Gilliland (2002) in Kihembo (2006), preservation includes 
surveying collections or subjects to assess their conditions and development plans; as 
well as pamphlet binding, boxing and means of protection of enclosures. 

Cox (2001) in Kihembo (2006) observed that a physical condition of storage area refers 
to the state of building and housing of the documents. The scholar asserts that leaking 
roofs, broken windows, unstable foundation and establishment of buildings close to water 
ways are some of the issues which pose great danger to the safety of records. Cox (2006) 
therefore suggested that in order to prevent deteloriation of records by records hazards as 
mentioned earlier , architectural designs and materials used in the construction of the 
building should be of approved standards and repair works should be done immediately 
in case of any damage to the building. 
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Kihembo (2006) studied "Preservation of students' records in academic institutions" and 
recommended the following measures for the preservation and conservation of records; 

• Improving on the filing systems for easy filing and retrieval of records. Bigger 
and better filing cabinets should be used; water proof and fire proof cabinets 
should be acquired to protect the records in case of a disaster. 

• Digitization of records 

This involves turning paper records into electronic records. This will ensure that records 
survive longer without any kind of physical harm. 

• Regular cleaning to prevent the biological agents such as rats, moulds and dust. 

• Fumigating records to destroy biological agents. 

• Formulating records management policy. This will include the way records are 
acquired, created, used and maintained and how they are retained and disposed. 

• Photocopying to reduce constant use of originals 

• Scanning of paper records and lamination for protection of legal records such as 
contracts. 

The above preservation and conservation techniques are agreeable to the researcher as 
they work towards elimination of the main causes of detoleriation of records and can be a 
adopted in any organization. 

2.4 Activities in the Auditing Process 

Cain and Brech (1999) present the following as the major activities carried out in the 
auditing process. 
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• Receiving vouchers. These include receiving of vouchers from the Ministry which 
are to be signed by an internal auditor. 

• Registering vouchers by department. After receipt of the vouchers, date of receipt 
and voucher reference have to be registered 

• Approving/checking vouchers 

This includes approving and checking vouchers signed by the Principal Accountant; 
dated and stamped 

• Ensuring funds availability. 

This include vote control book; retained in internal audit unit 

• Validating Local Purchase Order 

This includes validating LPO register; retained in internal audit unit 

• Ascertaining daily cash flow for Ministry of Finance 

Maintained in date order with voucher reference; retained in internal audit unit 
Transferring vouchers to Treasury unit 

Entries have to be serially numbered, original and duplicate documents (requisitions, 
invoices) sent to Treasury receiving unit and Signed for by Treasury receiving unit 

Nabakooza (2006) in her study "Records management challenges to effective auditing" 
presents the various functions performed in the Auditing department as follows: 
System evaluation/audit 

Inspection of central and local government registries 
Cash audit 

Verification of vouchers 
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Staff appraisal 
File census 

According to the ACCA study guide (1997) in Kateihwa (2002), auditors perform the 
following activities: 

-Preparing of tax returns and tax consultancy 
-Preparation of reports 

-Engagement to review financial statements due diligence. This is where by an auditor 
may be assigned to review financial statements that have not been prepared by that 
auditor. 

-Due diligence. This covers a wide range of services and may involve inquiry into agreed 
aspects of accounts, organization and performance of an enterprise. 
They are usually associated with privatization and take over of companies. 

The above activities are a true picture of the work environment in an audit department. 
However, they are not exhaustive enough because auditors perform much more than just 
what the above scholars present. 

2.4.1 Justification For Financial Auditing 

It is often believed that a genuine need for an external audit, arise only in the case of 
large and complex organizations or where the interests of outside non executive 
shareholders must be protected. There are a number of inherent advantages in having 
accounts audited even where there is no statutory requirement for this to be done. These 
are; 
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• The admission of anew partner is facilitated if sets of past audited accounts are 
available for examination. 

• Applications to banks and other outside parties for the purpose of raising finance 
are greatly enhanced if supported by audited accounts. 

• Audited accounts submitted to the Inland Revenue office carry greater authorities 
than accounts which have not been audited. 

• Any partnership change for example death or retirement or alteration of profit 
sharing ratios will have to be reflected in the accounts Woolf (1980) in 
Nabakooza (2006). 

In regards to the above literature, the researcher agrees that auditing of finances enables 
an organizations attain their goals, therefore more research is needed to elaborate more on 
the reasons as to why its important to carry out financial auditing in organizations. 

2.5 Role of Records Management in Financial Auditing 

Various organizations have failed to manage their records properly hence leading to 
unauthorized access, poor storage, poor retrieval and premature disposal of records. The 
following scholars elaborate the role of records management in auditing. 

Cain and Brech (1999) state that records management supports the accounting function 
and enables the audit function. Financial record keeping provides the basis or foundation 
for accounting and introduces controls that protect essential audit trails. At the most 
practical level, if records are disorganized, it will take auditors an excessive amount of 
time to locate needed documents, if they can find them at all. Individuals guilty of 
embezzlement may deliberately allow financial records to become disorganized or to be 
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stored in unsuitable conditions because this makes it harder for auditors to identify fraud. 
Conversely, in some cases, government officers have been inappropriately accused of 
embezzling funds simply because the documents authorizing the expenditure could not be 
located. Well-organized and well-managed records are essential to combat economic 
crime and protect the innocent. The scholars further explain that auditors also need 
assurance that the records management system is understood by the staff that uses it and 
that it is operating effectively. It is essential that records must be available to allow an 
auditor to understand the access controls on who is permitted to access and alter data and 
back-up procedures and procedures for compliance Cain and Brech (1999). 

Wasike (2001) observed that poor records management systems may lead to the loss of 
huge sum of money to the government or any other organization. The author also noted 
that the disappearance of files may cripple all kinds of investigations of events. 

In addition to that, Chibita (2002) in Nakasi (2004) argues that once in a while, work 
will be brought to a stand still because the files are misplaced, stolen, vanished or 
disappeared from the records centre. All this depicts the weakness of a records 
management system. 

The above arguments are agreeable to the researcher because they try to give a hint on the 
effectiveness of records management in management of organizations resources. There 
fore an organization would be accused of embezzlement and mismanagement of funds if 
it has poor records management practices for accountability purposes. 
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2.6 Problems Faced in the Management of Records 

Records management therefore calls for a number of activities such as special handling 
for effective use. However, wide research show that a variety of problems have been 
encountered in the process of managing records namely; 

Nabakoza (2004) in her study "Records management challenges to effective auditing" 
identified the following as the major problems encountered in records management: 

• Inadequate storage space 

This makes the records too packed in a very small storage equipments thus causing 
difficulty in access and retrieval of records. 

• Poor storage equipments 

This include small storage equipments such as worn out file folders, poor environment 
conditions, manual problems due to lack of computers, lack of adherence to procedures 
and practices and lack of disaster plans and security measures. 

Ahlele (2008) observed that the most serious problem faced in management of records in 
offices is that of space due to the high accumulating records every day, the space 
available for records storage is very small compared to the rate of their increase and 
disposal. 

However, much as the above problems are presented as factors affecting records 
management for effective auditing, the scholars did not fully exhaust them. There are so 
many factors beyond what has been presented. 
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2.7 Research Gap 

Researchers within many fields and disciplines have carried out studies and come up with 
various findings on the role of records management but a majority have shied away from 
records management in financial auditing. Very few researchers have attempted to take 
a comprehensive approach to asses the effectiveness of records management in financial 
auditing. In addition, very little information is available on auditing, a fact that has 
influenced the researcher to carry out this study. 
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CHAPTER THREE 
METHODOLOGY 

3.1 Introduction 

Methodology refers to ways in which data was collected. This chapter presents the data 
collection methods that were used in carrying out the research. It includes; research 
design, the study population, sampling strategy and size, data collection methods and 
instruments, data analysis and presentation, research procedure, ethical issues, and 
limitations of the study. 

3.2 Research Design 

The researcher employed the case study research design. Busha and Harter (1980) 
described the case study design as an approach that allows a concentrated focus on a 
single phenomenon and utilization of a wide array of data gathering methods and thus 
enable collection of comprehensive information about the study. The design 1 mainly 
used the qualitative approach to collect data that is descriptive in nature thus, sought for 
opinions and attitudes from the study participants about the study. However, to a small 
extent, the study also used the quantitative approach to address data that was statistical in 
nature and this was characterized by data expressible in numerical or statistical terms. 

3.3 Population of Study 

Busha and Harter (1980) define a population as any set of persons/objects that posses at 
least one common characteristic. The study population was divided into two categories; 
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3.3.1 Finance Staff 

The Finance department has an estimated population of over 50 members of staff. These 
staff was considered mainly because they are the creators and custodians of financial 
records used as input records in financial auditing. 

3.3.2 Internal Audit Staff 

The audit department has a population of ten (10) members of staff and these were 
selected because they are the users of audit records and are the people involved in 
financial auditing in the university. 

3.4 Sampling Strategy and Sample Size 

Mbaga (2000) in Ahlele (2008) defines sampling technique as a mechanism used to select 
a sample. A sample is the deliberate section of a part of a population for the purpose of 
investigating the properties of the parent population (Kakooza, 1996). The researcher 
therefore covered all staff in the audit Department. Sampling was necessary in the 
Finance Department because its population was large and considering economic and time 
factors, all of them could not be studied. The study employed a purposive technique of 
sampling by selecting only those respondents that were accustomed to the field under 
study. 11 members of staff were selected from the Finance Department namely: the 
University Bursar, 5 accountants, 2 secretaries and 3 office assistants to act as 
representatives of the entire study population and this was done in line with the gender 
aspect. 
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3.5 Data Collection Methods 

The research methods that were employed to collect data from the selected population 
included the following: interview, questionnaire, and observation. 

3.5.1 Questionnaire 

This is a method through which questionnaires are issued to respondents in which they 
express their views. The researcher used close ended questions to get factual answers 
from the respondents while open ended questions were meant to give respondents 
freedom to air out their views. The questionnaires were filled by Accountants, University 
Bursar, and Auditors. Questionnaires were filled by these groups of people considering 
their busy schedules so that they could fill them at their convenience. 

3.5.2 Interview 

Nigel (2005) in Katebire, (2007) defines an interview method as a direct face to face 
attempt to obtain reliable and valid measures in the form of verbal responses from one or 
more respondents. The researcher used personal interviews because it was a flexible 
method in that; it allowed the researcher to explain questions to respondents when they 
failed to understand them. The researcher therefore interviewed all the secretaries and 
office assistants because they were easily accessible. 

3.5.3 Observation Method 

Kakooza (2002) states that observation is the process in which one/more persons look at 
what is happening in real situation and then classify and record pertinent happenings 
according to some planned scheme. Observation method was necessary for the exposure 
to reality of the physical working conditions, physical equipments and physical state of 
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records. In this study the researcher visited the Finance and Audit Department in 
Makerere University as the targeted area and used the observation guide in observing the 
ways in which records are handled, treated, used and stored. The above were observed for 
the purpose of checking information derived from other sources. 

3.6 Research Instruments 

3.6.1 Questionnaire 

Kakooza (2000) defines questionnaire as a scientific research instrument with 
predetermined list of questions which may be answered by a respondent without 
supervision or explanation. The questionnaire consisted of both structured/closed ended 
questions and unstructured/open ended questions. The open ended questions required the 
respondents to give their opinions, justify or describe the situation being asked while 
closed ended questions consisted of predetermined response of the researchers perceived 
ideas. 

3.6.2 Interview Guide 

Kakooza (2000) defines an interview guide as an instrument that helps researchers while 
carrying out an interview. The interview guide included structured questions about the 
sources of records, duties performed, how records are preserved and conserved, role of 
records management, problems faced in records management and possible solutions to 
the problems. 
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3.6.3 Observation Guide 

This is a check list or a form containing the things to be observed and this can be physical 
things or social processes Kakooza (1996). In this study, the researcher used non 
participant observation. The observation guide reminded the researcher what to look at. 

3.7 Data Analysis and Presentation 

In data analysis and processing, the researcher first familiarized with the data and 
checked whether the questionnaires and interview guides were correctly filled. The 
researcher then edited, coded, tallied and grouped the data. Finally, the data was 
interpreted, both qualitatively using descriptions and explanations and quantitatively 
using descriptive statistics. The qualitative data was processed by Microsoft word and 
quantitative data was processed by Microsoft Excel. These were used because they were 
familiar and readily accessible to the researcher. 

3.8 Ethical Issues 

The researcher first sought consent of each respondent before he/she could participate. 
All the information obtained from respondents was treated with confidentiality, thus no 
attempts were made to point out the names of the respondents. The respondents were also 
assured that the findings would be used for academic purposes only. 

3.9 Limitations of the Study 

• Time limitation. The researcher faced a problem of tracing all the staff of the 
study population within the limited time due to their busy schedules. In addition 
to this, time for carrying out the research was also limited because research was 
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conducted amidst exams. However, the researcher attempted to arrange 
appointments and met with the interviewees at their convenience. 
• Limited funds. This included transport, printing, and photocopying expenses. In 
spite of this challenge, the researcher applied opportunity cost so as to ensure 
enough savings for the research. 

3.10 Research Procedure 

The following procedure was taken by the researcher. 

a) Identification of the research problem 

b) Formulation of the aim and specific objectives of the study 

c) Formulation of research questions. The research objectives were formulated so as to 
answer the research objectives 

d) Review of relevant literature. The literature reviewed was from different scholars on 
the subject under study 

e) Establishing a study design 

f) Preparation of study instruments 

g) Writing the proposal. The research proposal was written to analyze what the researcher 
intended to do and how the research was to be carried out. 

h) Receipt of an introductory letter from the Director, East African School of Library and 
Information Science (EASLIS) 

i) Data collection 

j) Data analysis and processing 
k) Report writing 
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CHAPTER FOUR 
PRESENTATION AND DISCUSSION OF FINDINGS 



4.1 Introduction 

This chapter presents and discusses the findings of the study carried out in order to 
investigate the effectiveness of records management in financial auditing at Makerere 
University. The objectives of the study included: to establish the different audit records 
and their preservation and conservation techniques; identify the different audit activities 
and justification for auditing; examine the role of records management in financial 
auditing; identify the problems faced in records management and to make 
recommendations to such problems. Data was gathered from staff members in the 
Finance and Internal Audit Department. 

4.2 Demographic Characteristics of the Respondents 

Results presented here are based on the responses from questionnaires, interview guides 
as well as observations. Below is a summarized table of the different categories of 
respondents of the study population. 



Tablel: A table Showing the Categories of Respondents Used in the study 





Finance 
Department 


Internal Audit Department 


Percentage of 
respondents (%) 


Auditors 




7 


35 


Accountants 


5 




25 


Office assistants 


3 


1 


20 



23 



Secretaries 


2 


1 


15 


University Bursar 


1 




5 


Total 


11 


9 


100% 



Source: primary data 



The table above shows that a majority of the respondents were Auditors who constitute 
35% (7,20). The Accountants were the second biggest number of respondents at 25% 
(5,20). These were followed by office assistants who added up to 20% (4,20). The 
Secretaries composed 15 % (2,20). Lastly the smallest percentage was covered by the 
University Bursar, who contributed 5% (1,20) of the total respondents. 

All the respondents returned the questionnaires that were given to them and those 
interviewed were able to answer all questions that were asked by the researcher without 
any difficulty representing 100% response rate. The study was representative in nature as 
it included respondents from two departments. The distribution of respondents as per 
department shows a distinction in regards to population size in the two departments. (see 
figure 1) 

Figure 1: A pie chart Showing the Distribution of Respondents as per Department. 





□ Finance Department 

■ Internal Audit Department 


45% ^"^^^ 




55% 







Source: primary data 
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The above findings therefore show that the largest numbers of respondents were from the 
Finance Department at 55 % (11, 20) and Internal Audit Department constituted 45% (9, 
20). This explains the understaffing of the Internal Audit Department with only 10 
members of staff of which only 9 were available at the time of the study. 

4.3 Types of Records Used by Auditors 

The first objective of the study was to establish the various audit records and their 
preservation and conservation techniques. To achieve this objective, the respondents were 
asked to identify the various audit records and their preservation and conservation 
techniques. Data collected was analyzed under the question "what are the various audit 
records and their preservation and conservation techniques?" Graph 1 summarizes the 
types of records used by Auditors. 

Graph 1: A graph Showing Types of Records Used by Auditors 

□ Vouchers 

■ Cash book 

□ Ledgers 

□ Bank statements 

■ Receipts 

□ Budgets 

■ Financial 

statements 

□ Trial balance 

■ Payment slips 
Source: primary data 
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Types of Records 
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The researcher found out that out of the 20 respondents, 80% (16,20) revealed that 
vouchers are the most common type of audit records. The respondents explained that 
Vouchers are records prepared by a debtor as evidence for payment of his creditors. 60% 
(12,20) of the respondents use the Cash books which record cash transactions and were 
the second commonly used audit records. Ledgers constitute 50% (10,20) and these are 
principle books where business transactions are recorded. Further, bank statements 
formed 40% (8,20) , and these show the financial status of an account holder such as cash 
deposits, withdraws, interest and cumulative balance. Receipt books added up to 35% 
(7,20) and are issued when cash is received against invoices after sale of goods. Budgets 
contributed 30% (6,20), financial statements, trial balance, and payment slips which are 
records supplied by the banks after cash / cheque deposit were the least type of records 
used at 25% (5,20), 20% (4,20), 10% (2,20) respectively. 

Apparently, for any payment to be made at Makerere University, a voucher must be 
written thus making it a primary record to show evidence of such payments 

4.3.1 Records Maintained in the Audit Department 

According to the respondents who were involved in the generation of this data, the 
following are the types of records maintained in the Internal Audit Department 

75% (6,8) of the records maintained include administrative records. These are the types 
of records which contain information relating to the management of Makerere University. 
The records flow from the university administration to the Internal Audit Department. 
The records distributed are very important to keep in the Audit Department for day to day 
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reference by staff because they contain information on policies, procedures, orders, 
guidelines, rules and regulations for application in the Audit Department. 

50% (4,8) of the records are constituted by external communications. These arise from 
communications between the audit department and various university units. In so doing 
they do issue letters and other correspondences containing important information that 
cannot be neglected thus need processing and storage for use. 

37.5% (3,8) of the records maintained in the Audit Department include ; Reports made 
at, and by the Audit staff. These include financial reports, administrative reports, contract 
reports, and any other reports that are deemed necessary for the well-being of the 
department. 

Similarly, 37.5% (3,8) of records are constituted by; Bank reconciliation statements, 
minutes of meetings, audit standards, audit programs, and audit working papers which 
are drafts, calculations or rough notes that are assembled or created and used in the 
preparation of other documents (usually a final version). 

The researcher observed that the flow of records in the Audit Department is that they are 
received by the desk officer who transfers it to the relevant auditor. All the confidential 
files are maintained by the Secretary while non confidential records are maintained by 
respective audit officers while notices are hanged on the department notice boards. 
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From the above presentation it can be noted that staff in the Internal Audit Department 
from time to time create and receive a good number of records which are useful in the 
implementation of the audit function at Makerere University. The various activities 
performed in the Audit Department are usually documented hence accumulating in the 
department. Therefore, there is need for effective records management to facilitate access 
and retrieval of such records whenever they are needed. 

4.3.2 Records Preservation and Conservation 

In order for records to survive for as long as they are needed, they ought to be preserved. 
The researcher was informed of the following as techniques strictly observed for 
preservation of audit records. Out of 20 respondents, making of backup copies of 
important records and storage of the backups in different locations contributed 75% 
(15,20) of the techniques used. 

70% (14,20) ensure selection of proper records storage equipments and systems that 
provide reliable and efficient service and that all the requirements of the organization's 
records storage and retrieval needs are satisfied 

50% (10, 20) perform reprography through photocopying so as to provide multiple copies 
of the originals and also protecting the original document from destruction. The 
respondents also added that during auditing, the subject and reference number of the 
original can just be quoted rather than having to keep retrieving it which may damage the 
record. 
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Further 40% (8,20) practice electronic records management system where by records are 
kept in digital format such as in computer folders, in flash disks among other secondary 
storage devices so as to ensure that records survive longer without any kind of physical 
harm. 

Through observation, the researcher observed that some records were properly stored in 
open shelves, filing cabinets, box files and boxes and each file is allocated a unique 
number derived from the university classified indexing scheme for easy retrieval. 

The above records preservation techniques are not effective enough. People have failed to 
realize that despite the fact that equipments are there but when you do not carry out 
environmental and condition surveys of the records environment, the techniques will be 
rendered useless. The assumption that electronic records management is a solution to 
preventing destruction of records is not a guarantee because even in an electronic 
environment, paper records will always continue to exist so much more attention should 
be given to records preservation than just what is being applied in preservation of audit 
records at Makerere University. 

4.3.2.1 Records Conservation 

According to the research findings 90% (18,20) of the respondents agreed that cellotape 
is the most common used method of conservation of damaged records where by it is 
applied to the damaged part so as to avoid the crack from extending. 
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10% (2,20)of the respondents said that sun drying was also used incase water poured on 
the records so as to dry off the water absorbed by the record. 

The limited preservation and conservation techniques presented by the respondents are 
due to lack of knowledge on other techniques that can be applied. For example 
fumigation is a good technique which can be applied on records to avoid moulds. 
Microfilming or sealing can also be done so as to prevent further damage of records 
which don't seem to be applicable in the Internal Audit Department. 

4.4 Activities Performed by Auditors 

The second objective of this study was to establish the various activities performed by 
auditors and the justification for auditing at Makerere University. To achieve this 
objective, the staff of the audit department was asked to outline the activities that they 
carry out and why. Data on this objective was analyzed under the question "what are the 
various activities carried out by auditors and justify?" Their results are summarized in 
graph 2 and 4.4. 1 respectively 
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Graph 2: A graph Showing Activities Performed by Auditors 




□ Auditing books of 
accounts 

■ Conducting ad hoc 
audits 

□ Designing audit 
programs 

□ Verifying purchases 
and witnessing 
deliveries 

■ Receiving 
accountabilities 

□ Tract and reconcile 
advances made 
against staff 

■ Record keeping 



□ Any other duty 
assigned time and 
again 



Source: primary data 

The results show that all the respondents agree that they audit books of accounts at 8,8 
(100%) response rate. 6,8 (75%) of the respondents carry out ad hoc investigation on 
financial operations and systems. 4,8 ( 50% ) revealed that they design audit programs, 
verify purchases and witnessing deliveries in the university. 

2,8 (25%) receive accountabilities to ensure their reliabilities and carry out clearing of 
time frames. Lastly, 1,8 (12.5%) tract and reconcile advances made against staff, do 
record keeping and perform any other duty assigned time and again. 
It can be seen that activities performed in the Audit Department are aimed towards 
provision of objective assurance and consulting services designed to add value and 
improve operations to ensure the efficiency and success of Makerere University. 
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Therefore, for the smooth running of the Departments activities, there is need to ensure 
that all audit records are properly managed so as to facilitate audit activities. 

4.4.1 Justification for Auditing at Makerere University 

The study found out that auditing was created at Makerere University for a number of 
reasons among which include the following; 

• For accountability purposes 

The Auditors were given questionnaires and it was found out that auditing is important 
because Makerere university is a government institution therefore the university 
administration has to account or report to the government and this is usually done by the 
preparation of annual financial statements. 

• To ensure compliance with university rules and regulations. 

The Auditors clearly stated that auditing was a management strategy of Makerere 
University. The university management stipulates that all financial transactions and 
statements be audited thus auditing is done so as to fulfill this rule. 

• To give credibility to audited accounts 

The researcher was informed that there is a tendency of people to doubt accountabilities. 
The public considers copies of audited accounts as being reliable therefore in Makerere 
University, auditing is done so as to give credibility to accounts. 

• To provide reports to management on the effectiveness of management controls 
and operational performance throughout the university 

• To reduce fraud. Fraud refers to the crime of obtaining money from some one by 
tricking them. The researcher was informed that auditing is a strategy to eliminate 
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fraud at Makerere University because financial transactions are thoroughly 
examined 

• To ensure appropriate utilization of financial resources by university management 
that is to say, ensure that all the funds given out are fully utilized by the respective 
officials. The respondents justified that auditing prevents mis utilization of 
financial resources. They explained that when people know that all expenditures 
made are subject to checking by Auditors, they tend to make sure that the funds 
are not mis used. 

From the above findings it can be deduced that auditing is important in the fulfillment of 
the mission of the audit department which is to add value to over all organizational 
performance by providing quality auditing services that result into reduced costs, gains in 
operational efficiencies strengthened internal controls and improved laboratory and 
corporate policy. 

4.5 Role of Records Management in Financial Auditing 

The fourth objective of the study was to establish the role of records management in 
financial auditing. To achieve this objective, the study population was asked to express 
their views on the relevance of records management for auditing purposes. Data on this 
objective was analyzed under the question "what is the role of records management in 
financial auditing?" Table 2 summarizes the role of records management in financial 
auditing at Makerere University. 
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Table 2: A table Showing the Role of Records Management in Financial Auditing. 



Role 


No of respondents out of 20 


Percentage (%) 


For accountability purposes 


20 


100 


Prevent dunli cation of work 

i i v_- y will uui/iivunvii v/i vv v / 1 xv 


18 


90 


Source of information 


15 


75 


R pfprpn pp 
mirnosps/pvidpncp 


10 

1 VJ 


50 


Timely accomplishment of 
assignments 


8 


40 


Following up units 


8 


40 


Safe guards vital records 


5 


25 



Source: primary data 



The results show that 100% (20,20) of the respondents explained that records 
management is important for accountability purposes. 90% (18.20) suggested that it 
prevents duplication/repetition of work. 75% (15,20) look at records as a source of 
information on which decision making is based. 50% (10,20) of the respondents manage 
their records for reference purposes that is to say records act as evidence of income 
received and expenditures made. The respondents also explained that when properly 
managed records can be used as a source of reference incase a similar situation occurs, 
one can be able to handle the way a previous one was. 40% (8,20) remarked that records 
management helps in timely accomplishment of assignments which means that records 
management ensures availability of information at the time when that record is needed 
thus reduces delays in audit reporting. Another 40% (8,20) admitted that records 
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management is relevant in following up of units that is to say work that is done in stages 
ought to be managed well so as to enable accomplishment of the task. Lastly, 25% (5,20) 
remarked that it safe guards vital information from destruction which refers to keeping of 
an orderly account of progress by writing and preserving various papers. 

These findings are in agreement with Cain and Brech (1999) who pointed out that records 
management supports the accounting function and enables the audit function in such 
away that they provide the basis or foundation for accounting and introduces controls that 
protect essential audit trails. The results therefore reveal that records management 
enhances the implementation of the audit function. With this information therefore, the 
researcher asserts that records management greatly contributes to effective auditing at 
Makerere University. 

4.6 Problems Faced in Management of Audit Records 

The fourth objective of the study was to identify the problems faced in records 
management and to make recommendations to such problems. To achieve this objective, 
the respondents were asked to identify the challenges they face and suggest solutions. 
Data on this objective was analyzed under the question "what challenges are faced in 
records management and suggest possible solutions to such problems?" The researcher 
identified a number of problems affecting records management in Makerere University 
and these problems included; 

• Misplacement/misfiling of records, thus makes retrieval and location tiresome 
and difficult. 
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The researcher found out that misfiling was the most prevalent challenge in the course of 
accessing and use of audit records. The respondents blamed this on a variety of factors 
among which included; lack of a records clerk , too much paper work in the offices, 
manual system of managing records and lack of a coordinated records classification 
scheme where by filling is based on assumptions. Misplacement was attributed to lack of 
a proper records tracking system to monitor who has a given file at a specific time thus 
failure to track the records. 

• Insufficient equipments 

The study conducted indicated that both the Internal Audit and Finance Department was 
lacking equipments required for proper management of the Audit records. The shelves 
were very few and not enough to accommodate the existing record that's why the records 
are kept on the top of the file cabinets and others laid down on top of windows. This 
was very clear as records could be observed exposed on top of windows and some un 
orderly in boxes and on top of file cabinets. Thus an indication that the equipments 
available were not enough to store records in a decent manner. 

• Space for records and staff 

The respondents in the Internal Audit Department complained of limited space for both 
records and staff. They said the department was so small to allow purchase of more 
equipments for records storage. Lack of space has created such a bad situation that files 
are heaped on top of file cabinets. 

• Lack of knowledge and skills of records management was another problem 
identified by the researcher. 
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The respondents admitted that they lack knowledge on records management principles 
and procedures and also lack relevant knowledge on the application of new technology to 
simplify their work such as customizing Microsoft Access for records management. 

• Lack of records clerk 

The respondents in the Internal Audit Department attributed challenges they face in 
accessing and use of audit records to absence of a trained records clerk who would have 
done the work of classifying, indexing, surveying cleaning, dusting, organizing and 
retrieving of records. The secretary is in charge of records in the department and yet she 
has other administrative duties to perform and above all lacks relevant knowledge on the 
basics of records work. 

• computer virus 

The respondents complained of destruction of electronic information by computer virus. 
They attributed this to lack of constant updating of the computer antivirus. 

• Poor record keeping practices 

The researcher observed very bad record keeping practices among the respondents. In 
some offices, equipments were available but files are left in a disorganized condition and 
yet they complain of delays in the retrieval process little do they know that it results from 
their bad practices. This is so dangerous because it exposes confidential information of 
the organization to un authorized users and also makes retrieval very difficult. 
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Figure 2 Illustration of Poor Recodes Keeping Practices 




• General behavior of staff in the records environment. 

The behavior of staff around the records area was observed not to be very pleasant and 
such behaviors included these: - 

-Taking eats and drinks in and around records environment, remains and droppings of 
these eats can easily attract insects, rats and other rodents which may destroy records. 
-Rough handling of files as some file folders could be seen torn and with a lot of wear 
and tear. 

• Denial of access to information 

The respondents in the Internal Audit Department commented that in the audit process, 
some people have a tendency of concealing information. People are ignorant about the 
work of auditors thus hide relevant documents with fear that they might be caught 
somewhere with lack of accountability. This lack/denial of access to information hinders 
auditing or makes it incomplete, n sufficient and inaccurate 

Apparently, records management has remained a neglected area in auditing at Makerere 
University. The findings show that records' keeping has deteloriated so gradually that it 
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has gone barely unnoticed as an auditing strategy. It is important to note that when 
auditing programs and regulatory systems are planned, it's essential that record keeping 
system be emphasized so as to protect the essential audit trails. However, despite the 
evidence that records provide to the contrary, the availability of audit records is taken for 
granted. Records are so fundamental to the concept of auditing that auditors and creators 
of audit records in various university units have tended to assume that records will be 
available to support auditing arrangements and provide an institutional memory. 
However, the difficulties become apparent when the collapse of the record keeping 
system directly affects audit objectives. At this stage auditors tend to assume that the 
problem is so prevalent, deep-rooted and difficult that little can be done to solve the 
situation then there is an assumption that computers will resolve record keeping problems 
which is not a guarantee. Records management needs to be strengthened by examination 
of the causes of problems. 

4.6.1 Possible Solutions to the Problems Facing Management of Audit Records 

Respondents were asked to suggest different ways of how the problems could be 
overcome. A number of suggestions were given and these included the following: 

100% (20,20) of the respondents suggested that the records management system should 
be computerized to eliminate cases of misfiling and delays in retrieval of records. 
90% (18,20) recommended acquisition of enough records storage equipments so as to 
promote descent storage of records. 
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80% (16,20) of the respondents put forward procurement of enough space for the Internal 
Audit Department. The respondents commented that the Internal Audit Department 
should be relocated to another place which is bigger than the current office so as to 
provide enough space for both records and staff 

Another 60%. (12,20) suggested introduction of refresher courses for staff on basics of 
records management to educate the staff on records and archives management so as to 
improve on the poor records management practices by records creators 

40% (8,20) of the respondents advocated for frequent servicing of computers so as to 
update computer antivirus and prevent breakdown in the computer system. 

25% (5,20) thought of photocopying as a reprographic service to prevent damage of 
original materials, as a means of creating backups and promoting simultaneous use of a 
single record through provision of multiple copies to records users 

5% (1,20) considered funds availability to be a precaution to records management 
problems. The respondents suggested that with availability of funds, more equipments 
can be bought, expertise to service computers can be brought on time and also fuel the 
generator incase of power failure. 
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Lastly, another 5% (1,20) proposed sensitization of records creators about the role of 
auditors. They should be informed that auditors are not there to criticize their work but 
rather are there to assist them in the effective discharge of their responsibilities. 

The researcher asserts that though computerization is a better records management 
strategy as suggested by all the respondents, it's important to note that when the manual 
system is chaotic, electronic system will only compound the problem. This is simply 
because paper records will continue to exist even in computerized environment as data 
source and output documents there fore, much effort should be put in place to see to it 
that problems facing the manual system are solved as soon as possible. 
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CHAPTER FIVE 
SUMMARY, CONCLUSION AND RECOMMENDATIONS 



5.1 Introduction 

This chapter presents the summary, conclusion, and recommendations of the study. The 
chapter also suggests areas for further research. 

5.2 Summary of Findings 

In summary, the findings and discussions were based on the objectives of the study. 
Questionnaires, interviews and observation were used as data collection instruments. 

The major types of records used by auditors include: vouchers, cash books, ledgers, bank 
statements, receipts, budgets, trial balance, financial statements and payment slips while 
records maintained in the audit department include university correspondences, minutes 
of meetings, books of accounts, audit manuals, audit programs, working papers, bank 
reconciliation statements, various types of reports. The records are preserved through 
creation of back ups, proper storage equipments, photocopying, computerization, and 
they are mainly conserved through use of cello tape and sun drying. 

Activities performed by auditors include: auditing books of accounts, conducting ad hoc 
audits, designing audit programs, verifying purchases and, witnessing deliveries in the 
university, receiving accountabilities, tract and reconciling advances made against staff. 

The justification for auditing was analyzed as being for accountability purposes to ensure 
compliance with the rules and regulations of the university, to give credibility to 
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accounts,, to provide reports, to reduce fraud and to ensure appropriate utilization of the 
university's financial resources. 

Role of records management in financial auditing included for accountability, reference 
purposes, prevents duplication of work, records are a source of information, ensures 
timely accomplishment of assignments, helpful in following up units, and safeguards 
vital records 

The researcher identified the problems affecting management of audit records at 
Makerere University as being misfiling, inadequate records storage equipments and 
space, lack of knowledge on records management, lack of qualified records staff, 
computer virus and breakdown, poor record keeping practices, poor behaviors of staff in 
the records environment and denial of access to information. 

5.3 Conclusion 

Following the findings of the study, the following conclusion can be deduced; 

• Audit records 

Auditors use a variety of records in the auditing process and these records have to be 
properly managed to ensure their availability at the time of need. Similarly auditors 
receive and create records and all accumulating in the Audit Department. These calls for 
a need to properly manage such records to avoid congestion in offices. 

• Preservation and conservation 

Preservation and conservation is an important aspect of records management. Audit 
records should therefore be prevented from deteloriation and treated to prevent further 
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deteloriation for already damaged records. This will ensure the survival of the physical 
medium of records for as long as they are needed as evidence of transactions for which 
they were created. 

• Role of records management in auditing 

This was the basis of the study. Records play a great role in financial auditing thus need 
to be properly managed to facilitate the process. Its true that without records nothing can 
actually proceed in the audit department since they act as a foundation for all auditing 
activities. Therefore if priority is given to records management, effective auditing will be 
achieved in Makerere University. 

• Records management challenges 

Records management challenges act as barriers to fast access, retrieval and use of audit 
records. This challenges need to be highlighted so as to suggest possible solutions which 
can be implemented to facilitate financial auditing at Makerere university. The major 
challenges affecting records management were discovered to be misfiling and inadequate 
records storage equipments which need immediate consideration by concerned 
authorities. 

5.4 Recommendations 

The researcher has argued in this report that all records regardless of who creates them 
and the format in which they are created ought to be properly managed to ensure easy and 
fast retrieval in time of need. Basing on the findings of this study, the researcher 
recommends that: 



44 



• Both the Audit and all units where the actual expenditures take place should have 
at hand documented manuals to direct staff members and users of records on how 
to handle records. 

• Records are vital in the day to day operation of business in any organization and 
it's against this background that the research points out that preservation of 
records should be given priority, and resources employed towards record 
preservation through out the university. Better records preservation methods 
include 

Dispersion. Dispersion refers to routine distribution of information to 
different individuals to ensure protection of 50miles apart. 
Microfilming to help protect information from physical damage and 
reduces amount of paper work in offices thus also reducing space needed 
to house paper records. 

Fumigation to prevent the growth of moulds which damage records. 
Lamination. This is a practice of sealing records to prevent physical 
destruction. 

• Computerization of records ought to be adopted. This refers to the use of a 
computer to manage the information processing tasks of records for easy and fast 
retrieval thus eliminating delays. Computerization also prevents misfiling and 
allocation of files because it's a matter of open and close and the document is 
automatically filled back. This can be done either through automation that is to 
say computerization of the records management system only or through 
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digitization which involves total transformation of all paper records into 

electronic form by use of a scanner. 
■ Storage equipments 
The study revealed that the audit Department lacked enough and quality records storage 
equipments. The researcher therefore suggests that more and better equipments be 
acquired so as to enable storage of records in a descent manner (see figure 3) 

Figure 3: A photograph Showing a Recommended Fire Safe File Cabinet 




This type of file cabinet is 
resistant to fire. In a 
situation where there is no 
fire brigade its better to use 
such type of storage 
materials especially in 
storage of vital records 



• Procurement of a new office 
The researcher recommends that a better spacious office be identified and transfer the 
Internal Audit Department to a new location. These will provide enough space for records 
where by more equipments can be purchased and also the staff will have enough space 
for easy retrieval of the records and may be a small area can be allocated as a dinning 
room to avoid staff eating right in front of the records. 
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■ Introduction of refresher courses in records management 
The staff needs to be trained on basics of records management so as to avoid elements of 
poor record keeping practices which shorten the life of records. During the study the 
researcher observed that in some offices, equipments were actually there but the problem 
was with the staffs who give little priority to records. Records were seen exposed on top 
of file cabinets, and laying disorderly in shelves. 

• Recruitment of records clerk 

The human resource Department should consider recruiting trained records manager 
to manage records in the audit Department. It would really be meaningful if a 
professional was employed who will be accountable for all records management 
problems. 

• Frequent servicing of the computers 

The researcher suggests that computers should be frequently serviced so as to avoid loss 
of data through virus or break down in the computer system. This can be done through 
installation and frequent updating of computer antivirus. 

• Sensitization of custodians of records 

Respondents in the audit Department complained of some records creators in various 
university units having a tendency to deny auditors to access some records. The 
respondents explained that such people hide/decline to reveal some records and yet it 
may be essential in a task at hand. The researcher therefore recommends that workshops 
and seminars should regularly be organized to sensitize the university staff about the role 
of auditors as people who are not there to criticize their work but rather are there to assist 
them in the effective discharge of their responsibilities 
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If the above recommendations are put in place, records management for auditing 
purposes shall definitely be improved. 

5.5 Suggestions for Further Studies 

The researcher suggests the following areas for further studies that will help to improve 
records management for auditing purposes in public universities 

- Adequacy of computerization in the management of Audit records in public universities 
-Relevance of staff training in the management of Audit records in institutions of higher 
learning. 
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